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ESTABLISH DISPOSITION STANDARD; 

Division of Highways is divided into four sections: the Preconstruction Section, which 
determines project location through aerial photography and mapping, designs the bridges and 
roads involved, and obtains the right-of-way necessary; the Construction Section, vhich 
conducts the tests of soil and materials involved, oversees construction and assures quality 
control, and supervises the seven District Offices throughout the state; the Operations Sectio 
which issues pemits and enforces regulations governing overweight and oversize vehicles, 

I 

Documents relating to administrative policies and procedures and the planning, construction, 

Included are memorandum, correspondence, legal opinions,, forms, maps, etc. 

1 
i maintenance and improvement of transportation systems. 
i 
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The file is arranged alphabetically by subject. 
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QUESTlONNAlRE Place nn "II" in the PIOpCr COlunln. If nnSWrl' 18 "YF-.." p1Va.r explain YE+--- R€l 

13. Is this the Record Copy of the series? [ x l  I 1 

I '  , I 1 1 x 1 ~  
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14. Is there a duplication of this series in another office or agency? 

15. Is the information contained in this series 6ver suniinarized 0: published? Attach copy of simmary or publication. 
. 

] 1.X ] 

16. Does the series contain classified information requiring security handling? P I  1 . 1  

F l  I ' I ~  17. Does the series initiate, amend or terminate agency policies and procedure;? 

18. Could the function be performed i f  the files were lost or destroyed? 

Is the series (or major portion of it) regularly microfilmed? If yes, why? 
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20. Does the record series provide data as input to an EDP file? 

21. Does the record series contain documentation produced as EDP printout? t 3 .[XI 

23. Wi l l  there be a :need for ,these records 10,' I5 .. years from now?' I f  yes, what? 
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22. Has the Federal Government issued instructions governing retentioddisposition of these files? 
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I . . -*, 1 24. REQUIREMENTS. The following requires the files to be kept. !perHiane&,## 
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a. J STA+ ~i Q. [ 1 STATUTE OF c. 1' J AUDIT ii. [ j F~DERAL e. 1 AD~WNIST~ATIW f.: HISTORICAL j 

VALUE 
. . . : .  

j . .  1 . :  . LfMlTATlON . PERIOD LAW DECISION 
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(Cite 'Law, ,Statute,' or other reason for the retention requirement) 
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-[ &CALENDAR YEAR '. -[ ' 3 FISCAL YEAR 

[& Hold'ih the current files area 

-[ ] Other 

month(s?/ ~ .. -2.. year(s): 

. : ,  [A Transfer to State Archives for permanent retention. 
[ 3 Destroy immediately after cut-off. _ .  

[ ] Other: (Specify) 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

. .  

~ .~ ~ ~ ~ 

26. Recommendations 


